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3. Authorization Requested' (Check only one of the squares below).
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•
Dispose of ' present accumulation. No'
odditional accumulation -is .ontici -

pated. Records have ceased to have value
to warrant retention. -... ,.t.<..... J<

B

"„ . • / •>-> • • " .

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm ond destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

' - . * • : : ' • • ' .
. . . , . v. 5. Description of Records . .
..̂ Describe records accurately. Include title, form number, size of documents,
\work or activity to which the records relate, inclusive dates, and quantity
T; (cubic or linear feet)1. Show recommended retention period. •

6. Recommendation
of Hall of Records
and Board of Public
Works. .

LAKP¥LkT8~ ~
Copies of land plats are received from the Clerk of Court irho re-
tains the original, The Assesffiaent Of fide uses them for computing
land assessments and reassessments. The plats are contained in 1*0
bound volumes uieasuring 20* ac 20" and are generally 2 inches thick*
The volumes are maintain©! bf district and subdivision and occupy
approjdjuately 17 cubic feet* The annual rate of accumulation is .
approximately 6 linear inches (ij cubic feet)• •'/.-.

RECOMSEHD&TIOHi RECAIH ,

PglSONAL FROPBtTT SCHECTJLE >'
This f i l e consists of the "following unnumbered format .

' S c h e d u l e and Return of Tangible Personal Property (Blue)
.: Sehedole and Return of Personal Property of Faros and Estates
J ( W h i t ) ' ' > • •

The .forms are Identical in sise (11" x 17*) and are folded in
forming aa 8$* x 11" four-sided document* For filing purposes* this
fora is again folded to 3-3A" x 8". The forms oust be filed an-
nually not later than January 31 each year by the Individuals or
businesses affected by this assessment* In the ease of the Tangible
Personal Property Porn, filed by businesses, a trader's license will
not be issued by the Clerk of Court until the form is submitted -
and the previous year's taxes paid (Ch* 701 - Laws of 19U7). The
forms are filed alphabetically by year* The aaterial occupies U
drawers, triple rev* (11 cubic feet) for the years 19£l to date*
Records for the years 191*8 through 19^0 are located in the doctet
rooa and occupy Hk document file drawers (2 cubic feet)* An index
to this file Is maintained on 3" x ̂ " cards (see Item 3).
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Disposal Authorized as Indicated in Col. 6 by Board of
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A.

* •

RECOlfifEHDATIOlii RETAIN FOB SIX YEARS AFTER RECEIPT OR UNTIL
AUDITED, WHICHEVER IS LATER, AND THEN DESTROY* ~ -n . v: .,

IRDEX TO^PBRSOHAlI PROPERTY SCHEDULE '•-;._ "
This 3n x S " (unnumbered tana) index to the Personal Property Sche-
dules Indicates the name, address* tax class, assessment, and lo-
cation of property. The index is filed by type of property* Farm
properties eards (white) are filed alphabetically by name of owner ;
and occupy? drawers*' Business properties cards (bide) are filed
alphabetically by name of the business and occupy 3 drawers* (A :
cross index - pink cards *• to business cards Is maintained by name
of the oraer and c<jcnipies 1 drawer*) -A fourth section (yellow
cards), corporations certified by the State Tax Gonmleeion, is f

filed alphabetically by the trading name of the corporation and
occupies 1 drawer* A file of all Inactive cards is maintained in
straight alphabetical order and occupies 2 drawers* The file oc- ?

cupies a total of 9 drawers (l| cubic feet) for the years 19U8 to
date* Cards are placed in the inactive file when a corporation or
farm changes hands or becomes inoperative* '

RECOMMENDATION* RETAIN IS ACTIVE FILE BBTLB CURRBMT, TRANSFHl TO
INACTIVE FILE FOR SIX TEARS AND THEH DESTROY.

CORBESPOffDEKCE (ASSESSMENT OFFICE); . .-. ;j £ \;:.
The jaaterial in this file consists of correspondence'(generally 81°
X'll*) with taxpayers* State and County agencies, interoffice men-
oranduias, letters of inquiry, eto*t coneerned with the functions of
the Assessment Office* This material has no long term value and
usually eorrespondenoe dealing with a particular vdbjeot is coia-
pletod in lees than a year's tins* It is filed alphabetically by

of correspondent and occupies 1 drawer (3^ cubic feet) for
0 t ( l

^ p c p 1 draer (3^ cubic feet) for .
the'T years 25^0 to date* (Earlier correspondence ie located in the
Courthouse storage area and is inaccessible*) The annual rate of
aceurailation la 1/2 cubic foot* ' • v ' .

RECOHMEaPATIOiri RETAIN FOR THREE TEARS AFTER CREATION OR RECEIPT
AND THEB DESTROY.* •*'..• ..'.'... . . L

PROPERTY CARDS
AThe material in this file consists of 8" x 10* property cards,

different type card la used for each of the three classes of pro-
perty assessed* These aret soned property income producing (bine) f
farm and rural (yellow)* and residential (white)* The identifying
information is printed on the card with XBK ep^Baentj other assess-
ment information is completed by the assessors at the time the
property is assessed or reassessed* Information on the card is «
detailed description of the land and improvements* Changes in '
property ownership or iaprovenents are noted on the card at the time
the Assessment Office is notified* : The cards are filed by district,
subdivision and account comber and occupy $$ drawers (82$ cable feel
for the latest Assessment period (1953)* Property assessments are
made every three years* (The cardsifor previous, assessments are
located in the Courthouse storage aaea and are inaccessible*)
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HbTAiH IH-ACTiVJE ¥l\M WllULG CUkliEKT ASSESSMENT
TO. INACTIVE FILE FOR THESE YEARS AND THEN DESTROY*

*.-

PERIOD,

REPOlS DP BUILDINO FHU2ITS
The Assessment Office receives from the Departoent of Inspection and
licenses.a carbon copy of all building permits* This fora measures
6iSrB x 8|*# Oto. the reverse of the carbon copy of the permit pa a
fora designed for use of the Assessment Office In reassessing im-
provements and assessing new construction. The form, which Is
executed by the assessor* shows the owner's name, address, a diagram
of the work, recommended assessment, date of notice of assessment .
and the date the assessment was entered In the tax docket* This
information Is also recorded on the property card (see Item 5) and
the assessment Is indicated on the assessment docket which Is a
permanent record* The records occupy 11 linear feet (5& cubic foot)
for the period 19£2 to date* They are filed by district, sub-
division and by lot and block nuraber therein* (Earlier reports are
In the Courthouse storage area and arc inaccessible*) The annual
accumulation is.8 linear feet (It cubic feet)

RECOlffilKHDATIONj RETAIN FOR TEREE YEUIS A8D THHI DESTROY*

INCREASES AHD AMTMBITS '
rhie file consists of two unnuabered for»s, each ̂ B x 10|B -
Increases (blue) and Abatements (pink)* The forms are used in
changing the assessment* Such changes arise upon re-evaluation of
the property or a eourt order* The forms show the name of the
property owner, l o t and block number, account number, description
of the property, assosenent information and the authority for
changing the assessment docket, the IBM master deck and the tax
docket* The forms are prenumbered and are prepared i n duplicate*
They are necessary for audit purposes* (The original i s sent t o
the Division of Revenue and Disbursements and i s the authority t o
change the assessment shown i n the tax docket - see Schedule No*
The duplicate i s sent t o the IBM room as authority t o prepare a new
master card and I s then returned t o the Assessment Offioe where i t
p.8 f i l e d chronologically* The present aecumulation occupies 10
(linear inches ( l e s s than 1/2 cubic foo t ) for the period July 1$$3
to date* The annual accumulation i s approximately 2 l inear f e e t
1/2 cubic foot),*

IBCOlOUHDATIONt RETAIN FOR THREE YEARS OR CKTIL AUDITED, WHICHEVER
'.S ZATER, AND T H 0 ! DESTROY*

HAT TORKSHEET3
to i s a printed unnumbered form ( # " x 13") used to compute a s s e s -
sments.* v Information on the form includes p lat number, subdivision,
de ta i l s of land and iojawements, present and new assessments, r e -

f l

US

*̂-

—̂

V r~ ~~

- ^ -V- Q . •

"o o

com d
j , p e t n new assessments, re

tion 'of the assessor, date of approval by the Department;
notice and hearin a d h d d b T A l Cdates of notice and hearing and changes ordered by Tax Appeal Court

if any. The worksheets are useful for five years but not there-
after* They are filed by year and plat n̂umber therein and occupy
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2 drawer* (3 cubic feet) far the years 1°U6 to date* The annual,
rate of accumulation is less than 1/2 cubic foot* Approximately 1
cubic foot of material will be destroyed xipon approval of this
s c h e d u l e * ' - : . . y ; ^ . r . v ^ : / ; • ' . ; , . , „ .. • • .'• '• • ' ". • / : - l ' , ' : : ; ' •,''••'

RETAII FOR yiVE YE&SS AHD THIS

? *'^&&^
. — . • • ' ; * - . " • • ' •• r - * ' '


